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Sample Scope of
Services (Activity
Description,
Locations,
Proposed
Accomplishments,
Action Steps)
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NOTE: YOU MUST USE THE ACTION STEP FORMAT THAT IS DESCRIBED

ON THE FOLLOWING PAGE
INSTRUCTIONS FOR PUBLIC SERVICES AND ECONOMIC DEVELOPMENT
ACTION STEP FORMAT

AGENCY NAME The legal name of your agency

ACTIVITY The title of the activity being funded through OCED

FUNDING

SOURCE The OCED funding source (CDBG, HOME, ESG, HATF, HDG)

AMOUNT Indicate the amount of funding that you are seeking for the activity

ACCOMPLISHMENT

UNITS Indicate the total number of service units that your project will achieve
throughout the grant period.

TYPE Indicate the service unit type — people, elderly, children, etc.

COLUMNI1 Indicate the quarter of operation

COLUMN II Identify in 3-4 words each service that the project will conduct during
each quarter.

COLUMN III Using only one of the following categories — quarterly, monthly, weekly,
daily — identify the frequency of the proposed service. If the project will
provide a specific service several times within a service interval, then
indicate so as part of Column II (eg. For counseling services that will
occur twice per week should be stated as “Counseling Services (2)
Weekly™).

COLUMN IV Indicate the number of persons out of the project’s population that will
be affected by each action step.

COLUMN V Indicate on each of the shaded lines for each quarter the total number of
service units that the project will accomplish year to date.

COLUMN VI Indicate on each of the shaded lines for each quarter the total number of
clients that the project will serve year to date.

COLUMN VII Indicate on each of the shaded lines for each quarter the portion of the

project’s total allocation that the project will expend year to date.
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